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Important Information for Agency Human Resources and Payroll Staff 
DEATH CERTIFICATES

Death 
Certificates 

Advise survivors to obtain at least 10 death certificates to ensure that all benefits and 
retirement claims are processed timely.  Most, if not all, the following processes will 
require original/certified death certificates. 

PAYROLL
Payroll 
– Final Pay

(HR & Payroll
functions /
coordination)

https://gao.az.gov/sites/default/files/APG_III_M_Deceased_Employee_Compensation.pdf 

● Agency HR must change employee’s status to U1 in HRIS upon notification of death.

● All wages are frozen upon employee’s status change to U1.  All final payments are
processed through the HRIS handwrite system.

● NOTE: The information below is a summary of the Agency Payroll Guidelines for
processing deceased employee compensation.  Please review the full guidelines
provided in the link above. Payroll Responsibilities:
▪ Do not key Leave Without Pay after the date of death
▪ Delete any pending records in XR35.2
▪ Reverse any payments made after the date of death using GAO-70 or GAO-70B

forms
▪ End Date all direct deposit accounts on XR12.1
▪ End date standard Time Records on XZR30
▪ End date voluntary deductions (SECC, Union Dues, Deferred Comp. or TSA) on PR14.1 –

use date of death
▪ Disable Appropriate Tax Deductions based on year of death on PR13.7 and End

Date Tax Deductions on PR14.1 – use date of death
▪ Applicable tax deductions depend on date of death and date of payment.

Federal and State withholding are always end-dated.  Social Security,
Medicare, and MQGE Taxes are due if paid in same year as death; are not
due if paid in year after death.

● The survivor is to complete one of three payroll affidavits (as applicable) included in
the “Survivor Informational Packet” (GAO-36 A, B and C; IRS Form W-9).   (can combine
of two forms: 36A first, and then the remainder 36b later)
▪ The State/Agency cannot advise the survivor what affidavit to use.

● Once payroll receives forms (GAO 36 and W-9), they are to notify HR to change
employee’s name in HRIS to the applicable beneficiary’s name prior to final payment
being processed – NEVER change the SSN.

● Payroll will process the payment through the handwrite system.

● Once final payment is processed and all leave balances are zero, the name in HRIS
should be changed back to the deceased employee and status changed to U2.

(Continued on next page) 
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Retiree 
Accumulated 
Sick Leave 
Program 
(RASL) 

https://gao.az.gov/payroll/rasl  (Time Sensitive) 

NOTE:  The information below is a summary of the RASL program.  RASL is a very 
complicated program.  Please refer all questions to the GAO RASL Program Coordinator, 
including questions about status of payments. 

● Deceased employee must have 500 or more unused sick leave hours and be eligible
for Normal Retirement at the time of death.

● For the beneficiary to be eligible for the RASL payout, normal retirement is defined as:

ASRS PSPRS CORP 

Arizona State Retirement System 
Public Safety Personnel Retirement 

System 
Correctional Officer Retirement Plan 

Members before 7/1/11: 
65 with any amount of service; or 
62 with 10 years of credited service; 
or 
80 points (Age + Years of Credited 
Service) 

Members before 1/1/2012 
62 with 15 years of credited 
service; or 
20 years of credited service 

Members before 1/1/2012 
62 with 10 years of credited service; or 
20 years of credited service (25 for 
dispatchers); or 
80 points (Age + Years of Credited Service) 

Members on or after 7/1/11: 
65 with any amount of service; or 
62 with 10 years of credited service; 
or 
60 with 25 years of credited service; 
or 
55 with 30 years of credited service 

Members between 1/1/2012-
6/30/2017 
52.5 with 15 years of credited 
service; or 25 years of credited 
service 

Members between 1/1/2012-6/30/2018 
62 with 10 years of credited service; or 
52.5 with 25 years of credited service 

Members on or after 7/1/2017 
55 or 15 years if credited service 

Members on or after 7/1/2018 
55 or 10 years of credited service 

● The beneficiary is to complete the RASL application along with GAO forms 36A, B or C

(as applicable), death certificate and W-9, and submit them to the Agency HR.

● Agency HR is to complete their portion and forward all forms to:
General Accounting Office – RASL Program 
100 N 15

th
 Ave., Ste. 302 

Phoenix, AZ  85007  

● Employee’s information must be completed wherever retiree is indicated on the RASL
Application.

(Continued on next page) 
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https://web1.lifebenefits.com/content/lifebenefits/arizona/en.html
https://www.thehartford.com/resources/arizona-benefits/life
https://benefitoptions.az.gov/cobra
https://wellness.az.gov/


mailto:askmac@azasrs.gov
https://www.ssa.gov/benefits/survivors/
http://www.ssa.gov/locator/
http://www.arizonadc.com/
https://www.arizonadc.com/iApp/tcm/arizonadc/support/howdoi/manage_others_account.jsp
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Notification 
to Agency 
Staff 

I am saddened to inform you that Employee passed away suddenly this weekend. Employee 
worked in the _____ Division in Tucson for many years as a _________.  I know you join me in 
offering his family our sincerest condolences at this sad time.  Employee will be missed by his co-
workers both as a colleague and a friend.  We have been told that a memorial service is planned, 
but do not have any specific information at this point.  We will inform you as further details 
become available.  

or 

A memorial service will be held on Friday, October 18th at the XYZ Funeral Home, 123 Main Street, 
Coolidge, Arizona.  Condolences may be sent to The Employee Family c/o XYZ Funeral Home.   In 
lieu of flowers, the family requests that donations be sent to Charity.   

It is our sad duty to inform you that Employee of the Division has passed away.  Employee worked 
for this agency for over __ years.  Employee’s dedication and commitment to excellence have 
been an integral part of our work family.  Employee played an important role in our recent 
____________ project.  Employee’s skill and determination will be greatly missed. 

A memorial service will be held in Employee’s home State of ____________.  Friends and 
acquaintances are invited to make memorial donations to Charity.  

Sample letter 
from HR to 
survivor 

NOTE: Please ensure that only pertinent and relevant information is included in this letter so that the 
survivor is provided only the information that is applicable to them and their situation. Remember to 
maintain confidentiality and only provide beneficiary and dependent information to the designated 
individual(s).   

Dear (insert name of Survivor), 

On behalf of the Arizona Department of ____________, please accept my sincerest condolences 
to you upon the loss of your [relationship], [deceased employee’s name.] 

I have been assigned by [name and title of agency head] to assist you in the completion of the 
necessary paperwork to ensure your entitled benefits are processed timely and accurately.   

OR 

Words cannot express my sorrow for your loss. I would like to provide you with all the support 
and guidance that I possibly can during this difficult time. 

Enclosed please find forms that you will need to complete and submit in order to receive payment 
for __________’s final pay check [and RASL sick leave balance payout (if applicable)].  

CONTINUE LETTER WITH TEXT BELOW 

Include if deceased employee had medical/dental/vision - 
Please rest assured that our benefits department will be mailing you the necessary COBRA 
paperwork to complete in order to continue health, dental and vision (as applicable) coverage 
under the State plan. In order to process many benefits, a certified copy of the death certificate 
will be required.  It is recommended that you obtain at least 10 copies of the death certificate.  In 
addition, photocopies of your driver’s license, marriage and/or birth certificates may be 
necessary.   
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https://gao.az.gov/sites/default/files/APG_III_L_Manual_Payments_(Handwrites).pdf
https://gao.az.gov/sites/default/files/APG_III_L_Manual_Payments_(Handwrites).pdf
https://www.irs.gov/pub/irs-pdf/fw9.pdf


RESOURCES FOR EMPLOYEES 

Being Prepared is a booklet of information for employees to consider should they 
pass away while employed by the State of Arizona.  The booklet covers the 
following topics: 

● Why all employees should read the booklet
● Who should be contacted in the event of the employee’s death
● Actions the agency HR office will take
● Who to contact for family status changes or beneficiary changes
● Accessing group life insurance funds in the event of terminal illness
● Vital Information Form

The vital information form is intended to help employees document 
important information such as their medical and dental plans, bank and credit card 
accounts, location of important documents, etc. The booklet and vital 
information form are completely optional.  Employees are not required to read 
the booklet or use the vital information form. 

We hope you found this information helpful. This document was prepared by the 
Arizona Department of Administration, Human Resources Division. Additional 
questions may be directed to: 

ADOA Human Resources Division 
100 N. 15th Avenue, Suite 401 

Phoenix, AZ 85023 
602-542-5482
www.hr.az.gov
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